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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 4 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Mary Ann Benny-Sung
	SUPERVISOR'S CLASS: Staff Services Manager II (Managerial)
	personnel analyst: JCM for Brittania Saenz
	personnel date: 12/03/2012
	PERCENT OF TIME: 









35%











30%







	activity: POSITION SUMMARY
Under direction of the Administrative Service Branch (ASB) Chief, and the lead of the Staff Services Analyst, the Office Technician (Typing) provides secretarial, administrative, timekeeping, training, and other administrative services in support of the Chief, and other ASB Sections as directed.  

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, observe strict confidentiality, and maintain consistent, regular, predictable attendance.  The specific essential duties are:

Using Microsoft Office Suite programs, Adobe Acrobat, and other software programs, independently prepares, from written material, a wide variety of memoranda, letters, reports, contracts, forms, presentations and other documents, often of a confidential nature, such as Adverse Actions and other sensitive personnel actions.  Makes necessary revisions and grammatical corrections per the Department's Correspondence Procedure Manual.  Reviews and corrects outgoing correspondence for correct surnaming, enclosures, format, grammar, punctuation, and routing, and verifies that necessary back-up material is attached prior to submitting to the ASB Chief or other recipient for signature.  Prepares outgoing correspondence for Chief from marginal notes, verbal instructions, or drafts.  Maintains suspense files for follow-up action by the ASB Chief, as well as maintain the database control system for tracking items submitted for approval. 

Using Microsoft Outlook, maintains ASB Chief's calendar, including coordinating and scheduling meetings with DOE, other Department personnel and clients.  Ensures ASB Chief's schedule is feasible, such as considering travel time between appointments; notifies Chief immediately of last-minute schedule changes; and posts a hardcopy of the schedule in the Chief's office every day for staff's reference.  Attends meetings at ASB Chief's request to record minutes.  Summarizes and prepares meeting notes for ASB Chief approval, and distributes approved minutes.  Establishes and tracks Controls issued to or by the ASB Chief.  Receives and screens telephone calls and visitors; and following general guidelines, uses considerable judgment when responding to 
	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 3110-1139-002
	sap personnel no: 
	sap position number: 50032300
	division: DOE/Administrative Services Branch
	mcr: 1 
	percent2: 




15%













15%














5%
	activity2: numerous inquiries verbally or in writing for ASB Chief.  Contact is frequently made with the offices of the Deputy Director, Division Chief, DOE Branch Chiefs, other Department of Water Resources (DWR) offices, and external clients, which requires incumbent to maintain professionalism and use tact when representing DOE and the ASB Chief.

Provides support to ASB staff on various administrative related tasks, such as copying and routing documents, scheduling appointments, preparing travel arrangements, reviewing travel expense claims, preparing various presentations and/or presentation packages and maintaining office supplies.  Using desktop computer and Microsoft Office Suite, prepares confidential employee probationary reports and maintains tickler file.  Prepares personnel recruitment documents for ASB Chief and staff.  Maintains confidential and administrative files.  Establishes, updates and tracks due dates in various logs for ASB staff assignments.  Utilizing on-line resources and Department travel agency, makes travel arrangements and accommodations for ASB Chief and staff.  Utilizing SAP, on-line vendors and other approved sources, orders office supplies.  Initiates acquisition of key cards, telephones, and voice mail (including voice mail reset).  Serves as back-up for Office of the Chief clerical staff and other Division offices as directed by the ASB Chief.  May need to deliver documents from one downtown office location to another, which  may require travel on public roads utilizing personal or State vehicles or public transit. 

Utilizing SAP, serves as ASB's staff timekeeper and as the Division's lead timekeeper.  Lead timekeeping for DOE involves troubleshooting SAP timekeeping issues, assisting and training timekeepers upon hire and then as-needed, and acting as liaison for other Department staff regarding queries on late time entry.  Enters Absence Without Approved Leave (AWOL) time as needed.  Enters all Alternate Work Week (AWW) changes into SAP.  Maintains file and comprehensive list of AWW staff and their schedules.  Runs weekly and monthly ZDUN for ASB and for DOE, informing other timekeepers and Branch Chiefs of missing time entry.  Prepares ASB overtime requests per DWR and DOE overtime policy; queries staff for hours needed and justifications, attaches time sheets as needed; and routes, seeking Division Chief approval as appropriate.  Maintains records of Division overtime requests.  Enters approved employee Compensating Time Off (CTO) in a timely manner every month.  Runs various time entry and approval reports as needed.  Utilizes Aqua Assist to enter, process, and track time-related service or problem tickets. Upon request, utilizes Aquaport to post out of office delegations for ASB Chief and DOE Sections Chiefs.

In the absence of the DOE Training Coordinator, provides back-up support to maintain workflow of DOE's Training Program.  Back-up duties include, but are not limited to: reviewing and processing all training documents for compliance with Division training plan.  For DWR training, schedules employee in course using SAP and if necessary, reschedules, cancels, edits and adds new classes; notifies employees of class enrollment.  For all non-DWR training, creates requisitions in SAP via Purchasing Module, obtains purchase orders from Purchasing Office and sends to vendor for enrollment, notifies employee of confirmation of enrollment, submit billing documents to Accounting, and follow-up with Accounts Payable staff to ensure timely payments to vendors, when necessary.  Also serves as ASB Training Coordinator to ensure continued support of 
	percent 3: 
	activity3: Branch training efforts, including disseminating pertinent training opportunities to ASB staff.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS

The position requires good clerical skill as well as mature judgment, initiative and tact.  General work assignments are made by the ASB Chief with responsibility resting with employee for accuracy, completeness, and conformance with DWR policies and procedures.  In the absence of the ASB Chief, it is the responsibility of the incumbent to use appropriate and independent judgment and initiative in making decisions and meeting deadlines.  The specific duties of this position are performed with minimal to no direction.  The incumbent must work cooperatively with other Office Technicians within DOE.  Possess a valid California driver's license to operate vehicles on public roadways or travel to outside agencies.
	supervisor name: Mary Ann Benny-Sung
	employee name: Vacant


